
HEREFORDSHIRE AND LUDLOW COLLEGE

Job Description

Examinations Invigilator

Hours:


As required, subject to negotiation

Responsible to:
Examinations Co-ordinator (North)
Job Purpose:

To invigilate Examinations

Main Duties and Responsibilities

A flexible approach to the job is required as the duties may be changed within the scope of the post.

· To work at our Oswestry & Walford Campus as required.
· To collect examination materials prior to the exam as arranged at the relevant base.
· To understand and follow JCQ guidelines and attend invigilation training as required.
· To login PCs and select the appropriate testing applications. Set PINs and troubleshoot any issues arising.   Ensure successful upload of the student’s work to the appropriate Awarding Organisation.
· To liaise with IT support as required to resolve any technical issues arising during an exam.
· Undertake online examinations in accordance with Awarding Organisations’ regulations.
· To display seating plan outside exams room and supervise seating of candidates as per the seating plan for that particular exams room
· To ensure examination room is in an appropriate condition following JCQ guidelines.


· Ensure that the relevant posters are set up outside the examinations room and that any inappropriate displays are removed from the walls of the exams room prior to the exam.
· To start, supervise and terminate examinations in accordance with Awarding Organisations’ (JCQ) regulations.

· To facilitate approved access arrangements for candidates in Examinations on a 1:1 basis such as reading or scribing. 
· To collect completed scripts and return them together with all examination materials to Examinations department.
· To report to the Examinations Co-ordinator any incidents, problems or irregularities relating to examinations.


· To observe the College’s Health and Safety regulations.


· To carry out any other duties as may be reasonably required within the general scope of the post.

HLNSC is committed to safeguarding and promotes the welfare of all learners and expects all staff to share this commitment.

PERSON SPECIFICATION

	Specification
	Essential
	Desirable

	Skills
	Excellent organisational skills


	

	
	Ability to establish rapport with a wide range and variety of people, staff and students


	

	Qualifications
	Educated to GCSE Grade C-A in English
	

	
	Proven IT skills
	

	Experience
	Experience of working at supervisory level
	Experience in Educational establishment

	Personal Attributes
	Ability to work under pressure 
Confidence in dealing with people

Sensitivity and awareness of people’s needs

Resilience

Patience/tolerance


	Flexible approach to work
Sense of humour

	Circumstances and Health
	Usual medical and criminal clearances
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